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Supersedes Schedule #463, 464 & 684
1. MINUTES OF THE BOARD

Contains minutes of Board meetings covering official
acts of the Board with respect to policy, admini-
strative operations, procedures and d1sc1p11nary
actions. Minutes are arranged chrono]og1ca11y in
Minute Books.

2. GENERAL CORRESPONDENCE FILES

Correspondence with individuals, institutions,
associations and organizations relating to the
business of the Board. Records are arranged alpha-
betically by subject. : ‘

EXAMINATIONS

A. Northeast Regional Board of Dental Examiners'
results are arranged.alphabetically in binders.

B. Dental Assiétlng National Board examination
results for Radiation Health and Safety and
Expanded Intra-Oral Functions.

C. Joint Commission ori National Dental Examiners'
examination results. Arranged alphabetically on
score cards.

D. Bench Test and Maryland On]y examination results,
arranged chronolog1ca11y in file fo]ders

*Transfer periodically to the Maryland State Archives

Retain permanently. *

then destroy.

Retain permanently.*

Retain permanently.*

t

Retain one (1) year after

.lresults are issued, then

destroy.

Retain one (1) year after
results are issued, then
destroy.

Retain for three (3) years,
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o. Description Retention
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4. VLICENSE STUBS Do Retain for three (3) years {
A cor until audited, whichever g
License stubs contain certificate numbers, names and -is later, then destroy.
addresses of licensees, dates, colleges and remarks. _ : ]
Seven (7) license stub groups include: (1) Dental License, . ;
(2) Dental Hygiene License, (3) Dental Teacher's License, ;
(4) General Anesthesia Administration Permit, (5) General
Anesthesia Facility Permit, (6) Parenteral Sedation :
Administration Permit, and (7) Parenteral Sedation Facility :
Permit. : ‘ |
5. 1 LICENSURE

A. Licensure file contains all credentials necessary to Retain-for five (5) years, !
prove education, proof of passing National Board | then microfiche, store for {
examinations, information pertaining to licensure in twenty (20) years, then !
other states, and any other pertinent information. destroy. _ i

B. Licensure registrafion book contains names and Retain permanently¥

addresses, license numbers, dates of licensure, schools
attended, and graduation dates of all Ticensed dentists|
and dental hygiendsts.

after the last activity, {
then destroy. S

6. | DISCIPLINARY ACTIVITY a

? C. Applications for licensure (incomplete or denied) Retain for two (2) years

A. Final Dispositions/Orders Retain files on-site for
three (3) years, store for :
seven (7) years, then destroy. i
Final Orders are to be '
retained permanently. *

B. Cases closed with informal action. Retain on-site for three (3)
years, store for seven (7) :
years, then destroy. . ;

C. Cases closed or d}smisséd without action. _ "] Retain on-site for three (3)
years, store for seven (7)
years, then destroy.

7. | ACCOUNTING RECORDS

A.  Audit Reports Retain permanently. *

B. Cash receipts ledgers, per diem and expense sheets, Retain for three (3) years
invoices, deposit slips, Board members' contracts, or until audited, whichever
budgets, and renewal application forms. is later, then destroy.

*Transfer periodically to the Mar&laﬁa State Archives.
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JUSTRUCTIGS - - TYPE OR PRINT A

EEPARATE. FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

WITH RECORDS RETENTION SCHEDULE
S B80-1)

7278
P.o.

DEPARTMENT OF GENERAL -SERVICES
RECORDS MANAGEMENT DIVISION
WATERLOO ROAD

BoX 273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

erce {_or I

1+ DEFARDMENT /AGENCY )

DA 1T

2. pvision /7D 5_7_/5%76
Lrarp or Pew gt Liriayers

3. uNIT

A GROUP OF AULATED RECOADS NORMMALLY FILID
WELL AS REKTENTION

DEFINIT:ON-RECORD SERIES-
| j REFENENCE AS

AND USED AS A UNIT FOR
LYION PUREQIAES ~

RECORD SERIES TITLE

/7/,{/14735 2E 7/*6 f oD

4.

¥. EARLIEST YEAR/LATEST YEAR
To

1 o. RECCRD SERIES nascmrnou {

[ ]

‘i THE SERIES

Cnts /7/74»W Wﬂ

we

W; /77/
’77‘“47"/’) ) //mx/%m/ and iz,

cvvssped thicdyCpocty o Tiiaits for e

BRIKFILY DESCRIDX THR TYPEKS OF INPOMTION[DOCMTI/FOR“I FOUND

IHcLuoKR TM PURFOII OR PUNCTION OF THK llﬂ'll"

Wﬁ%

/0%» //Wé;

7. RECORD SERIES FORMAT(S)

/I.ITI'ER SIZE O MICROFILM
LEGAL SIZE "B COMPUTER TAPE
BOUND BOOK O FLOPPY DISK

O AUD10 TAPE 0O VIDEO TAPE

O OTHER( SPECIFY) '

8, RECORD SERIES SEQUENCE
O ALPHAEKXTICAL '
O PAMIRICAL _
Y_aﬁmol.oaam
0 GEOGRAPHICAL
0 onER(SPECIFY)

9. VoLlmx

' //ZW O MICROFILM REEL({S)
- O COMPUTER TAPE(S)
YMRSY o omren(sPECIFY)

Mru.: omu:n(s)/z;M

10. ANNUAL ACCUMULAT ION
FILE DRAWER(S) 2
- // O MICROFILM REEL(S)
_ SZR O COMPUTER TArE(S)

ekl OCHER| SPECLEY |
1. pie 13 usen /9'5 brrey A3 /16“053’5/7/9/ 12. pILX DECOMES INACTIVE AFTER
Q pAlLY D vEEKLY O MoMHTHLY O monmi(g) . 0 YEAR{SB)

BUDEEN

13. CUHRENT LOCATION(S) (BLDG.,FLOOR,RO0M)
d 2ol Prrrersry Auvs

0’3/%7//7///4’9 /7ﬂ 128

14. IS R.ECORD SERIES DUPLICATED ELSEWHERE?

tir ves, precirv sasncy on orrick)
0 vxs ho

135. ACCESS restricrions'  Mves ko
, (1@ vxa, civx Law(s) & mmoulaTiONS]) .

NeeDd 77 Ko/

RNy

16. AUDIT REQUIREMENTS

0 N & BTATE O FEDERAL 0 INDEPENDENT |

17, 18 AN INDEX SYSTEM USED? (1@ vas,xxPLAIN

SNIKFLY AND OEECRIRR ANY HANRDWARK/ SOPFTWARK }

U\vts V/

RECOMMENDED RETENTIN

%1 f CranitniiZee

Transfer perlodlcally to the Maryf‘d State
Archives.
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JRSTRUCTICHS - TYPE OR PRINT A

EEPARATE. FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD -
RECORDS RETENT ION SCHEDULE
550-1) :

DEPARTMENT OF GENERAL -SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

| 5. DEFARIMENT/AGENCY
, .

DA 7Y

2. DlvVision 10 '57'/9’7{3’
ﬁiﬁ@ /Fﬂf/xm& £, XR /1 6723

DEFINIT:ON-RECORD SERIES-

A OROUP OF RUELATED RECORDA NOMMALLY FILID

REFERENCE AS WHLL AS ARKTENTION AND DIgFrOBIYION PURPOIES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

EXBw Az e

| ¥. =ARLIEST YEAR/LATEST YEAR
. TO

| 8. RECCRD SERIES DESCRIPTION |
. ‘451 THE SKRIES.

(g DEMM Assts T & ﬂ//,t-/’l; /3//%1)
Hemw avo SoFE 7Y 200

)

| /?‘:/L'M’WE&ST /[)(;‘mmn &MWD 2= ﬁ}rﬁ"Z‘?L 5’76/9”/,(437?'3

BRIKFLY DESCRIDX THK TYPES OF INFOMTIM/MCMTI/POR‘II FOUND

IHCLUDR THEK PURFASE OR FUNCTION OF THK llﬂ’l!'l

VESeL 7S
Erminy fesanss o

oo
Expopdrs Lisen —OpaL Foveropms

7. RECORD SERIES FORMAT(S)
A M cTTER S1ZE O MICROFILM
‘.mm. SIZE O COMPUTER TAPE
0 polno BoOOK O FLOPPY DISKC
. 0 AUDIO TAPE U VIDEO YAPE
#onc:re(spcmr‘!)

¢, RECORD SERIES SEQUENCE
W ALPHABCY I CAL '
O IRBCRICAL
O CHRONOLOGICAL
0 GEKOGRAPHICAL,
0 onERr(sPECIFY)

s, VoL

O FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)

RUERER g gryen|sPECIFY)

o]
|
l

10, ANNUAL ACCUMULAT ION

B~ WWW&’M

FiLE DRAVER(S)
SZR O COMPUTER TAPE(S)

rie 18 wep AS JE76M 45 1/55556%!?

Q palLy 0 wvERc.Y n

"-V FILK DECOMES IMACTIVE AFTE
Ypdd 0 ponmi(s) W’w(s]

y ey
O MICROFILM nssl.(cy;f&i .

13. CUNRENT LOCATION(S) (BLDG.,FLOOR,RO0M) 14, 18 RECORD GERIES DUPLICATED ELSEWHERE?
Yxoi1 ['R776R050 £ - tie vus, sreciPY sfooncy On oFrick)
ﬂ/ﬂfﬂ//z;/ﬂ:Z ST RIRLS O ves Mo

A
ACCESS RESTRICTIONS s o no
fi1r vea, c1Te Lau{s) & mxauLATION]S]) .

MEED 74 Al

16. AUDIT REQUIREMENTS

0 Mo “;nm: O rEpeERAL. O INDEPENDENT .

17, 18 AN INDEX SYSTEM USED? (tr vus,.xxriLamn

ENIKFLY AND DESCRIRR ANY HARDRARK/ SOFTWARK |

Ov;:s w’m

18. RECOMMENDED RETENTION ) :
%7/?/// /é’/l’ /7/5“,05//7;,/
d State

Transfer periodically to the Mary‘:l

‘ Archives.
ll.LNAME ANIZ}TI l.g 0; PREPAFER 20, TELEPHONK m.usén 18. DATK -
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§
INSTEUCTIGNS - ~TYPE OR PRINT A
EEPARATE. FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD »r
RECORDS RETENT 10N SCHEDULE
580-1} :

DEPARTMENT OF GENERAL -SERVICES
RECORDS MANAGEMENT DIVISion
275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 3 or L#

rrat 3 [

1. DEFARIMENT[AGENCY

i

2. pwvision /1D STHTE
lﬁmyo reDewae é’\ X731 e2s

3. wT

A OROUP OF RULATKD RECORDS NOMMALLY FI1LIED

DEFINIT:ON-RECORD SERIES-

4, RECORD SERJES TITLE

ICEL S

co/PE

ARFENENCE AS WELL AS RXTENTION AND DIAPO§ITION PURPQIES
‘ ' ) | v. RARLIEST YEAR/LATEST YEAR

AND USED AS A UNIT FOR

fiz2e-

Four 36C1##itbrg

' 9. RECCRD SERIES DESCRIPTION {

- {g’ L
Narf3ef 2

Pr7es 1 F BECE

/%7'@/ E VT

4N JHE SERIES.

)

BnIXrFLY DASCRIRX THK TYPXS OF INPOMTIONIDOCMTI/'ORNI FOUND
INCLUDR THX PURPOSE QR FUNCTION OF THK IKRII‘)

censune fowis et Lugy — Morg, Poopsss, lieass
T ﬂ/.’/. LicEr§SuPe / Jeaares 4775//0 Fﬂ/ CFoRD G - 7A S

L ICG VSED ﬁe*//m 7 A D&t 7 :

7. RECORD SERIES FORMAT|S)
%n‘rm SIZE O MICROFILM

._u:c,m. S1ZE [ COMFUTER TAPE
0 pounD BOOK O FLOPPY DISK
O AUDIO TAPE U VIDEO TAPE

O OTHER(SPECIFY)

9. RECORD SERIES SZQUENCE
ALPHABKCY | CAL '
O IRBRICAL
O CHRONOLOGICAL

». YoLumMx

O §ILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
KSR 0 oryen(sPEcFY)

1 GEXOGRAPHICAL
0 oHER|{SPECIFY)

10, ANNUAL ACCUMULAT ION

/ 74 FILE DRAWER(S)
‘/’ O HICROFILM REEL(S) |
KUIGER 7 COMPUTER TArE(S)

.nmﬁnts&:r_uxl._._'

a palLy 0 wekx.Y

rig 18 wsep HWELEVEL JGUESS 94
mZv

0

12. FILK DECOMES IMACTIVE AFTER |
0 mwomii( =) YEAR(S)

13,
.

vy

CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM)
PrR776% 50 £ 1$CE
B 7y 7 & 70  zias5"

L

0 vxs 10

14. 18 RECORD SERIKS DUPLICATED ELSEVHERE?
thie \n::é)rxcu-v ,.0ENCY ON OFFiCK)
!

18. ACCESS RESTRICTIONS

" d@'yes
{ir vyma, cive Law(s) & mmouLATIONIS) .

AEED 77 fiwve”

a No

16. AUDIT REQUIREMENTS

0 Norm ‘B/tr/lmr O rEDERAL 01 INDEPENDENT |

17,

G yes %o

I8 AN INDEX SYSTEM USED? [Ir vus.w2PLAIN
ININFLY AKD DERCRIRR ANY HARUWARK/ SOFTWAARK )

Archives.

W7 Jeer st BN n/

Transfer periodically to the Maryland State
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“;lbm! |g:|§~-1'YPF.’ OR PRINT A DEFPARTMENT OF GENERAL -SERVICES ‘ - .
&PAMT‘: FORM ¥FOR EACH NEW OR RECORDS MANACEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD # 7278 WATERLOO ROAD ,
RECORDS RE-TEN‘I'!C« SCHEDULE P.O., BOX 273 PAGE % or
ll°'|) JESSUP, MARYLAND 20794 ‘Tﬁ ;2
| 1. DEFARMMENT/AGENCY z.pwmou/? S777é 3. wat
D74~ Lospo 17 Vewzew bxpmuers )

A GROUF OF RUELATED RECORD

DEFINIT:ON-RECORD SERIES-
. . RARPENRENCK AS WELL AS RKTX

B NOMMALLY FILED AND USKD AS A UNIT FOR

IES TITLE

'0&&4/1('/7////* /757/4”)&

4. RECORD,

NY1ON AND PI8PQBITION PURPFOAED. :

¥. EARLIEST YEAR/LATEST YEAR
To

| ¢, RECCRD SERIES DESCRIPTION {

Inlll’l-Y DEECRIDX THK
an THE SERIES.

B

]

/Z@///ﬁ 7S

TYPKES OF IN'OMTIONIDOCMTIIPOWI FOUND
I1HCLUDR ' THE PURPOUI OR PUNCTION OF 1'Nl IIR’I!I)

7. RECORD SERIES FORMAT(S} 8. RECORD SBERIES
LETTER S12E B MICROFILM
‘.lc.m. SlIE ‘o COMFUTER TAPE

0 polnD BOOK O FLOPPY DISK

O IR ICAL

0 Aunlo TAPE O VIDEO TAPE

0 OTHER(SPECIFY) 0 oneER|SPEC

0 ALPHABKCT I CAL

O CHRONOLOGICAL,
O GEOGRAPH|CAL,

5. VOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER|SPECIFY)

SEQUENCE

KutnaN

10, ANNUAL ACCLMULAT ION
/ - FILE omw:n(s)/‘7

~ 32 O MICROFILM REEL(S)

KU O COMPUTER TArE(S)

1ry)

0 rmmusesma;.____'

|

. w2 1S useD /V/"/‘?'W"W7‘/ 12. LK BXCOMES IMACTIVE AFTER
O DAILY 0 vy O pceITHLY O weermii(s -0 YEAR(S
—— (2) (s)
13. CURENT LOCATION|S) (BLDG.,FLOOR, ROOM) 14. 18 RECORD SERIKS DUPLICATED ELSEVHERE?
' H2y/l [(RTTe#OL /IVE ti® vis, grecirv rozncy o orrick)
0 vyxs Ho

Breain ire, [70 RIRIT

18, ACCESS RESTRICTIONS OyEs 0O no

1P vyma, civx Law{s) & mrEauLaTiON|S) .

16. AUDIT REQUIREMENTS !

O NONE O STATE O FEDERAL [0 INDEPENDENT .

17,

18 AN INDEX SYSTEM USED? (tr wms.xXPLAIN
FNRNIKFLY AND DKECRIRR ANMY MHDIARKIIO"IAJ‘]

OGyes O NO ’

»

RECOMMENDED RETENT 1ON

Wﬁi’ﬁ/ﬂvé’/w / |
the Maryland State

Transfer per10d1ca1 ly to
Archives.
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